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For a demonstration or 
illustrated brochure, write 
to IBM, 590 Madison Ave- 
nue, New York 22, N. Y. 
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THE ER TORY 





What's Fall without a football game? Our 
enthusiastic rooter on this month’s cover typi- 
fies the thousands of NSAers who will be 
cheering for favorites in stadiums from Wash- 
ington to Georgia, whether it be a nephew in 
a high school football game, the college eleven 
on Homecoming Day, or one of the smooth- 
playing professional ball teams. 

All you need is a sun-bright, brisk after- 
noon, a school pennant to wave, an eye- 
catching chrysanthemum to ride on your 
shoulder and you're set for several hours of 
thrills watching the contest on the field, as 
well as the scoreboard on the side. 

And if that victory you cheered for is 
trampled by the opposing team, don’t despair. 
“What's lost today is won tomorrow. Football 
forever.” 


The Secretary 
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A Message 
From Your President 


In addition to being a PROFESSIONAL organization, 
The National Secretaries Association is a NATIONAL or- 
ganization. Each chapter received its right to become a part 
of this national association by virtue of the charter issued 
to it by National. It therefore be- 
hooves every chapter to plan its 
program geared to the national 
level of thinking. 

We have two national projects 
—CPS and the NSA Home. Every 
member of The National Secre- 
taries Association should deem it a 
privilege to assist in the advance- 
ment of these projects. They be- 
Pay long to you because you are The 
Miller National Secretaries Association. 

One member with the belief 
that we are building an Association that in the future will 
be one of the most outstanding women’s professional or- 
ganizations in existence is a force superior to 99 members 
with only an interest. Do you have faith to believe and build 
for the future? 

Have you ever watched a piece of driftwood wend its 
way down stream? First it goes in one direction, and then 
as the wind blows across the water, the driftwood shifts and 
moves with the current—moving wherever the water takes 
it. Unlike the driftwood we have definite goals in this As- 
sociation. The assistance of every member is needed to at- 
tain these goals. It is essential for every chapter to be an 
alert progressive chapter—not one content to just mark 
time. 

A very successful salesman upon his retirement was asked 
to what he attributed his success. He replied “hard work, 
and then some.” How true this is of anything worthwhile. 
To be a successful secretary, we must work hard, and then 
some. Promotions come because we do our best, and then 
some. The local success of a chapter is due to the leadership 
given by the officers, the contribution of the members, and 
then some. 

We shall succeed on the national level, we shall succeed 
in perfecting the CPS program, and we shall succeed in 
opening the doors of our NSA Home only if every chapter 
officer, every state officer, and every member views The 
National Secretaries Association from the national level, and 
then some. Will you? 


Did You Known... 


People in the United States drink more coffee 
than all the rest of the world. 

We're now drinking nearly 155 billion cups 
of coffee a year, an average of more than two 
cups a day for each person, including children. 
In forty years, per capita consumption of coffee 
in the U. S. has risen from eight pounds in 1910 
to fifteen pounds at the present time. 

Watch for the exclusive article in the October 
issue on the “coffee break” bugaboo. 





Mrs. Lilyan 
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On Submitting 


Chapter News 


This message is directed to all NSAers to better acquaint 
them with the problems of space limitations in the use of 
material submitted to the editor and the necessity of re- 
jecting material which is not submitted through proper 
channels. 

The timeliness as well as the national interest and reader 
interest values are governing factors in the selection of ar- 
ticles. Chapter representation is also an important consid- 
eration; that is, if one chapter submits several articles it 
is obvious, with the 287 chapters represented in our Asso- 
ciation, only one item from a chapter can be used. To avoid 
any misunderstanding in this connection, let me state that 
no one should “guarantee” the use of any material for a 
specified issue. Many times last minute adjustments in lay- 
out are responsible for the elimination of articles. 

In the matter of submission of items for the district news 
columns, it is the established policy of the editor to deal 
with the four district reporters. Very specific instructions 
have been issued by the district reporters to the chapter 
reporters outlining the procedure to be followed by them 
in the submission of their news and pictures. Despite this, 
chapter reporters sometimes elect to “by-pass” the district 
reporters and send news items and pictures directly to the 
editor, who cannot and will not violate the policy of work- 
ing through the district reporters. 

Due to space limitations, it may be necessary to curtail 
the district news material, but the name of a chapter is 
never eliminated. Some part of the item is always retained, 
including the name of the chapter. 


GERARDINE C. HILL, 
Editor 





Welcome 


To A New Chapter 


PALM BEACHES CHAPTER 
West Palm Beach, Florida 


SOLEMN 5 ec ed pee ae Wynelle Clawson 
438 49th Street 
OT Mary C. Richardson 
Apt. 3, 419 15th Street 
Corresponding Secretary ....cc..0c0es00 Harriet G. Boone 


415 Iris Street 


Recording Secretary .....cccccccecesesnenens Elizabeth LeMaster 
106 Butler Street 


NE ITT Grayce M. Winter 
703 Nathan Hale Road 


Installed by TAMPA CHAPTER (Tampa, Fla.). SEVP 
Marguerite Dodds and State President Mrs. Jo Poppleton 
were installing officers. 
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Get Quick recognition 
and advancement 
... Use the 


Most Advanced, 


> Feciie<. Typewriter ever built! 


No matter how well trained you are asa 
typist 

...in the long run you are just about as 
accurate and fast as your equipment lets 
you be! 

The new Underwood Electric . . . even 
more beautiful than ever...is designed to 
make typing s-m-o-o-t-h, quick and re- 
laxed. You can count on it to turn out the 
kind of letters employers look for and ap- 
preciate...clear, clean better letters, 
every time. 

You’ll get even spacing between charac- 
ters, perfect alignment, clean, uniform im- 
pressions...not one of them a shade too 
light or too dark. 

The new Underwood Electric has the 
most advanced Keyboard, scientifically 
designed to minimize finger reach. It has 
the most advanced electric Margin Set. 
Functional keys of the most advanced 
type, color controlled for ease and accuracy. 
Most advanced Scales and Indicator, for 
instant paper centering, heading centering 
and carriage positioning. 
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And with an Underwood . ‘ 
Electric you can get as many car- = 
bons as you need... with no in- ey 
crease whatever in finger pressure. \ a 

Ask to have a demonstration of this ex... a 
easy - to-type-on Underwood Electric. e al 
Call your local Underwood Representative 
today. 












Underwood Corporation 


Typewriters... Adding Machines... Accounting 
Machines...Carbon Paper... Ribbons 
One Park Avenue, New York 16, N. Y. 
Underwood Limited Toronto 1, Canada 


Sales and Service Everywhere 


Typewriter. .. Made by the Typewriter Leader of the World 











by HOWARD P. REUTER, Attorney at Law, 
Member of the Allegheny County Bar Association 
Pittsburgh, Pennsylvania 


for the secretary 


We want to continue our study of CORPORA- 
TIONS. However, may we digress for at least two 
paragraphs? 

Recently a telethon was held in Pittsburgh for the pur- 
pose of raising funds to benefit children afflicted with cere- 
bral palsy. The telethon ran for seventeen consecutive hours 
during which time approximately $300,000 was raised. You 
will be interested in knowing that your publisher, Henry F. 
Reuter, was Executive Chairman of the campaign. Needless 
to say it was highly successful. I hope all you NSAers may 
have a little extra pride in your publisher, and I'm sure 
you'll forgive this boost to a kinsman. 








You should be very proud for another reason: during the 
campaign your Pittsburgh Chapter rendered a great deal of 
assistance and support. I heard so many good words about 
NSA that it gave me a sense of gratification to have at least 
a small association with your group. Congratulations, bou- 
quets and all nice things to you. 


Now we can return to CORPORATIONS. You know, 
there are many people who think of a corporation as a big, 
bad, grasping, selfish, powerful, predatory giant. We have 
tried to point out that a corporation is a democratic form 
of business association, that without corporations or similar 
business arrangements, it would be difficult to accomplish 
many things. It may be that some people find a corporation 
distasteful where the control is centered in the hands of a 
few (the large shareholders). 

“How can this be democratic?” you may ask. From 
the standpoint of shares held, however, it is demo- 
cratic, i.e., each share is entitled to a vote. If you held 
ten shares in a corporation, and Betty Smith held one 
share, would you not expect to have a greater voice in 
the operation of the corporation? Of course you would. 
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A very significant thing has been happening in recent 
years in the running of a corporation. The number of larger 
shareholders has been decreasing so that today the average 
number of shares held by any one individual is becoming 
less and less. This makes for still greater democratic control 
of a corporation. You may be aware that more corporate 
managements are paying greater and greater attention to 
their shareholders. Just as they have been spending more 
money on cultivating good employe relations, so they have 
been increasing their budgets to cultivate good relations 
with their shareholders. If I may be permitted a personal 
opinion, this is all to the good. It makes the little share- 
holder more important; makes him feel a part of the capi- 
talistic system which actually he is. Heretofore he may 
properly have concluded that his little voice meant nothing. 
Today his little voice is changing from alto to at least a 
semi-baritone. 





It is hoped that the foregoing will be appreciated by at 
least one corporate management and that I shall promptly 
receive a gold-plated soap box. 

This should lead us very subtly into a discussion of how 
the above-mentioned semi-baritone voice may be heard. 
Those of you who are shareholders will receive notice of 
meetings together with a proxy form. This means that when 
you return the proxy form, you authorize someone else to 
cast your vote. If you don’t like the way the corporation has 
been run, you needn't give this authorization. Moreover, 
you may direct that your vote may be cast for or against 
certain propositions. Of course, you may vote either in per- 
son or by proxy, but for practical reasons it is usually more 
convenient to vote by proxy. The proxy must be executed 
in writing and you can revoke it at any time even after it is 
executed. Of course, there is a time limit on the validity of 
a proxy. (continued on page 13) 
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Successtul Secretaries PREFER MICROMETRIC CARBON PAPER 


“Webster’s Micrometric allows for 
better letter placement ... makes 
handling of carbon paper easier,” 

says MARY M. THOMAS 
Secretary to the Vice President and Sales Manager 
Ford Instrument Company 
Division of The Sperry Corporation 
Long Island City, N.Y. 




















Miss Thomas is one of the thousands of successful 
secretaries everywhere who appreciate the way Webster's 
Micrometric exclusive scale edge speeds typing work and 
keeps fingers and carbons smudge—free. 


The uncoated scale edge puts an end to tiresome re-typing 
by making letter placement the matter of a glance. One 
look at the scale tells you how many typing lines remain 
— prevents "running over." And every secretary will 
appreciate the way it keeps hands and paper cleaner! 


Trouble-—saving Micrometric costs no more than any good 
carbon paper. There's a weight and finish for every typing 
need. Write for a free sample on your company letterhead. 
Please specify make of typewriter and number of carbons 
usually made. Address: 


F.$. WEBSTER COMPANY 


9 Amherst Street, Cambridge 42, Mass. 


how to 


eep Your 
088 Happy 


= ELAINE. She's an attractive woman in her mid- 
forties and the secretary to a business executive. Elaine has 
all the mechanical qualifications for her job: she types 70 
words per minute with only a few mistakes, takes dictation 
and can transcribe it accurately. But Elaine’s boss isn’t 
happy with her work, and Elaine doesn’t know why. She 
hasn't learned that bosses are made happy, they aren’t born 
that way. 

Unfortunately, this situation is repeated every day in 
thousands of U. S. business offices. Since the first practical 
typewriter made its appearance back in the 1890s—and 
secretaries began thronging offices—women have been faced 
with one big problem—how to keep the boss happy. Mr. 
Johnson, Elaine’s boss, is no exception. Sometimes he’s 
grumpy, quick-tempered and even sarcastic. Not that he 
means to be, but the pressures of business and family life 
occasionally leave him limp. He’s unhappy because Elaine 
has become a “typewriter jockey”—nothing more. 

Now the American secretary is an indispensable phe- 
nomenon in the business world. That worn-to-a-rag phrase 
“office wife” is outmoded because she’s more than that. The 
good secretary is a “Girl Friday” in every way, and typing 
and dictation are but a small part of her varied tasks. It’s 
often true that seated not too far away from an unhappy 
boss is a secretary who has forgotten a few of the 12 basic 
rules of office behavior. 

Formulated by Underwood Corporation, long-time friend 
of the working girl, these 12 rules sum up the complexities 
of office life, and reveal most of the friction points between 
boss and secretary. 

First, there’s the matter of clothes. Though the boss may 
look twice at the siren type after office hours, he wants to 
keep the office a business site, not the setting for social get- 
togethers and the sophisticated dress that goes with them. 
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Neat, good looking, conservative attire is recommended for 
office wear. 

Office security is another of “Girl Friday’s” tasks. She’s 
responsible for the contents of the office safe, and for the 
general security of office records. Rushing out to an extra- 
curricular meeting is no excuse for a breach of this responsi- 
bility. Then, there’s the matter of business confidences. The 
higher up a woman goes in the ranks, the more she will 
know about the business and its operation. Respect of such 
confidences is a serious ethical obligation. 

Let’s get back to dictation and dictation etiquette. Good 
dictation procedure bans interruptions during the course of 
a letter. Woe be unto the girl who sidetracks the boss and 
makes him tangle his thoughts. Necessary questions are 
saved until the end of the dictation period. But questions 
should be asked—guessing is a cardinal sin in secretarial 
work, 

To the secretary is entrusted the care of all office equip- 
ment. Calculators, mimeograph machines and, of course, 
typewriters. A three-minute daily “workout” keeps the 
typewriter in typing trim. It takes only one minute to wipe 
off all exposed parts with a soft dry cloth—dust and dirt 
are the real enemies of your typewriter. Another minute 
to clean type with a dry bristle brush and you'll get clean- 
cut type impressions and uniform characters. One more 
minute is all it will take to clean up the remaining dust and 
erasure dirt in the type segment. Covering the machine after 
working hours will also add years to its life. 

Errors are embarrassing—forgiveness is soothing, but 
even the sweetest of employers can wilt under constant and 
continued carelessness. It’s costly, time-wasting and annoy- 
ing to the executive who prides himself on his ability to 


get things done. 
(continued on page 11) 
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Business Briefs’ 


Behavior of the stock mar- 
ket runs counter to the 
trends of economic activity, 
according to the Journal of 
Commerce. They observe that 
the stock market is not an 
accurate business 
barometer. 








* * * 


The Institute of Life 
Insurance reports that 
annuities are double what 
they were 10 years ago. 
Over 4 million individuals 
are presently covered and 
will be provided with a 
future annual income of 
$1.5 billion. 


* * * 


Secretary of the Treasury 
Humphrey stated that three 
quarters of the national 
debt matures or is redeem- 
able in 5 years or less. 


* * * 


Three-cent letters will 
be carried between New 
York City and Chicago as 
well as Washington and 
Chicago by air during the 
next few weeks on a trial 
basis. This service may 
be broadened. 


* * * 


Tubeless tires for 1954 
models will be offered as 
optional equipment by a 
leading independent 
automobile firm, the Wall 
Street Journal reports. 





Dear Boss, 


items 


feel you'll be 


ed in these 


According to the 
Department of Commerce, 
annual expenditures for 
new plants and equipment 
during the first half of 
1953 were at a higher rate 
than at any time since 
World War II = over $28 
billion compared with 
$26.46 billion during 
1952, the previous high. 

* * * 

"The Sustaining Economic 
Forces Ahead," a report 
released by a Congressional 
committee early this year, 
noted that the near bal- 
anced position of the 
administrative budget would 
permit a reduction in 
taxes almost dollar for 
dollar with the reduction 
in defense expenditures. 
Among other sustaining 
economic forces, the 
report points to a popu- 
lation expansion of 24 
million during the 1950's 
and deferred expenditures 
for highways, schools, 
housing and public health 
which should require 
spending of over $500 
billion during the rest 
of this decade. 

* *” * 

The magazine, Tide, sheds 
additional light on the 
mushrooming tendency of 
small businesses in our 
country. Tide reports 
that, since 1945, Dun & 
Bradstreet, Inc., has been 
adding the names of new 











for Mr. Executive 


businesses to its refer- 
ence book at the rate of 
200 every hour of every 
business day. THE INITIA- 
TION OF NEW BUSINESSES 
HAS OUTDISTANCED THE 
GROWTH OF OUR POPULATION 
IN THE DECADE BETWEEN 1940 
AND 1950. AS a conse- 
quence, today it takes 56 
employees to support the 
average firm compared with 
approximately 62 in 1940. 
* * * 

You probably have more 
leisure time than you real- 
ize. Recently Changing 
Times published an inter- 
esting breakdown of an aver- 
age person's use of the 8760 
hours which make up a years 
time: 


You average about eight 
hours sleep daily__1960 
hours 

You work eight hours daily 
(5 days weekly for 29 
weeks) __1960 hours 

Two hours daily are spent 
in traveling 490 hours 
Eating consumes three 
hours daily__1095 hours 
Dressing and grooming 
takes up one hour a day__— 
365 hours 


These activities consume 
a total of 6830 hours of 
your year, leaving 1930 
HOURS FOR LEISURE OCCUPA- 
TIONS. This is the equiv- 
alent of about 80 twenty- 
four days, or nearly 22% 
of your year. 
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simplified 
for 
the busy 


secretary 


by MARY ANN STROTHMAN, C.P.A. 


LIFO INVENTORY VALUATION 


LIFO (pronounced “lie-foe”) is a fairly new business 
and accounting term made up of the first letters of each 
word in the phrase “last-in, first-out.” You won't find this 
term in most dictionaries. It refers to the accounting meth- 
od of valuing inventories, which assumes that the last items 
received were the first ones used or sold. This method also 
assumes that the first items received will be the last items 
withdrawn from the inventory. Visualize a sand pile in a 
glass factory which is replenished periodically by incoming 
shipments of new sand. It is not hard to imagine that the 
sand at the bottom of the pile may have been there a long 
time, because the sand used in production is always taken 
from the top of the pile. 

The concept of LIFO may be more readily understood 
by comparing it with another method known as FIFO 
(first-in, first-out). The FIFO method assumes that inven- 
tory items are used or sold in the same chronological order 
as they were received. In the grocery business it is import- 
ant that bread, for example, be sold on a first-in, first-out 
basis; otherwise the grocer will find himself with a base 
stock of stale bread, which is practically worthless. We may 
conclude therefore that under the LIFO method the inven- 
tory on hand consists of the goods received first and under 
the FIFO method the inventory comprises the most recently 
received goods. Sometimes when we get down to our last 
quart of milk, my husband accuses me of utilizing the LIFO 
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method in my refrigerator. When I taste the sour milk I 
have to admit it can happen, even to a C.P.A:! 

Accountants, professionally, are concerned with the prob- 
lem of assigning money values to the goods used or sold 
and to the goods on hand at the end of an accounting 
period. It is important in these days of high income taxes, 
because each dollar left in an inventory account which 
should have been charged to cost of goods sold, overstates 
the taxable profits by a dollar. Let’s see how this works in 
a greatly simplified example: Assume that a grocer starts 
the year with 1000 bars of soap which cost him 5c each. On 
January 2 the price increased to 10c per bar and he bought 
and sold 10,000 bars during the year. At the end of the 
year he again had on hand 1000 bars. His profit calculations 
under each method would appear as follows: 


LIFO Method FIFO Method 
Units Price Amt. Units Price Amt. 

















Sales - 1953 10,000 12c $1200 10,000 12c $1200 
Cost of goods sold: 
Inventory, Jan. 1 1000 5c $ 50 1,000 5c $ 50 
Purchases - 1953 10,000 10c 1000 10,000 10c 1000 
11,000 $1050 11,000 $1050 
Inventory, Dec. 31 1,000 5c 50 1,000 10c 100 
Cost of goods sold . 10,000 10c $1000 10,000 $ 950 
Gross Profit $ 200 $ 250 


(continued on page 13) 


The Secretary 














how to 


Keep Your 
boss Happy 


(continued from page 8 ) 


Clock-watching never appeals to any employer but watch- 
ing the calendar will pay off, especially if it gets the boss to 
important appointments at the right time and at the right 
place. The good secretary must keep and check an accurate 
calendar, never trusting her memory or that of her boss. 

Discreet reminders are in order: “You know you have 
an appointment with Mr. Kane at three this afternoon.” 
Make it an indirect question with the emphasis on the as- 
surance that of course your employer does remember. Men 
never like to be told they're not infallible . . . even when 
it’s true. 

To hear any boss tell it, he’s the model of neatness, al- 
though his desk may be covered with brim-filled ash trays 
and old envelopes. No secretary is expected to be a porter. 
But keeping the office neat and tidy, and that includes her 
own desk, as well as her boss’, guarantees a smile instead of 
a frown any morning. 

In today’s swift pace of business, more transactions are 
completed over the phone than through any other media. 
Telephone technique, therefore, is of prime importance to 
every boss. A pleasant telephone manner ranks high on the 
lists of “musts” for an able secretary. Proper and accurate 
recording of information and a pleasant voice keep clients 
happy. And when clients are happy the boss is happy, too. 

(Note the article “Your Voice Has Personality Too” on 
another page in this issue. ) 

Tact. A primary requisite of business etiquette. Although 
the boss may welcome your suggestions, it’s better to leave 
many things unsaid. A kind word is usually appreciated, 
but criticism, even when it is constructive, can often be 
misconstrued. Better keep it to yourself if you want your 
boss smiling. 

Knowing when to use initiative is a real puzzler. Nobody 
expects a secretary to assume authority, most of all the boss. 
But, by learning her employer's procedures, she can fit her- 
self for increasing responsibilities and become more valu- 
able to her boss and to herself. 

Increasing value often means a corresponding boost in 
salary, which is one of the most positive and welcome 
means of recognition that an employer can make. 

There isn’t a secretary in the world who can agree on a 
single formula for “The Care and Conditioning of Employ- 

rs,” but gentle good humor and common sense are the two 

unwritten rules for keeping the boss happy. The executive 
secretary may not have a Ph.D., but it’s certain that she 
rates a medal for her daily dealings in helping to speed the 
world’s business with the toughest breed of all men—the 
American business executive. 


The Secretary 
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your typewriter 






could have... 


oy Papers 
ked Ribbons 


Sensationally new, entirely differ- 
ent — smart M&V carbon paper 
and ribbons will work together—on 
your typewriter—and outperform 
anything you ever before used. 
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You'll like M&V’s unsurpassed manifolding quality that 
makes possible more sharp, legible copies. 


You’ll enjoy cleaner hands and faster paper handling 
thanks to the M&V clean edge, cut corner features. 


And be sure to try the new nylon ribbon sensation— 
Miracle Nylon with F-100 inking; thrill to unbelievable 


long wear and a razor-sharp write. 


Enjoy the compliments of your boss this easy way. Tell 
your office supplier—or your purchasing department— 


that you'd like to try M&V carbon 


papers and typewriter ribbons. Or mail 
the coupon today for free samples. 


MITTAG & VOLGER, INC. 


Park Ridge, New Jersey 


a 





Park Ridge, New Jersey 


MITTAG & VOLGER, INC. 
Send me free sample sheets of M & V carbon paper. 
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There are_ typewriters in our office. 
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DESK LAMP (182) 


Industrial Lamp Corp. of Elkhart, Ind. 
has introduced an office desk lamp, the 
Catalina, which incorporates a Circline 
fluorescent tube that provides an unusu- 
ally even spread of non-glare light. 
Swivels at the base, juncture of arms and 
shade permit precision adjustments to 
practically any position. It is effective on 
the stenographer’s desk or as an end table 
lamp in the reception room. 
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Gentlemen: 


I would like further information 
on the items circled below: 


182 183 184 185 186 
Name 


Address LR ER Ree ene ee ER Se : 





Company Name 


WSVBVSVSBPBSBBBBeSeeEBBBPBBeBeBeBeBeeene eee 


‘ 
‘ 
’ 
+ 
, 
‘ 
‘ 
, 
, 
‘ 
SSSeSseeeeeseHeBeesseseeesesessel 


Twelve 





PAPER SUPPORT AND 
EYEGUIDE (183) 


Rite-Line Corporation has developed a 
new adjustable paper support and eye- 
guide which measures a little over 11” in 
width when contracted, 20” when extend- 
ed. The eyeguide will accommodate every- 
thing from a machine tape to sheets of 
20”. The Lucite line magnifier has been re- 
designed to fit the eyeguide. It provides a 
more restful way of working with small 
or fuzzy type. 





MINT-FLAVORED MUCILAGE (185) 
The Sanford Ink Co. of Bellwood, IIL. 
has developed a mint-flavored mucilage 
with a rubber spreader top in small and 
large sizes. Both sizes are packaged with 
assorted colored rubber tops in yellow, 
green and red. The small size mint-flav- 
ored mucilage sells at 15c as does San- 
ford’s newly packaged paste. The large 
mint-flavored mucilage retails at 35c. 
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MICROFILM CAMERA (184) 


Single pages, or series of pages stapled 
together, can now be conveniently micro- 
filmed without removing the staple by 
using the new Film-A-Record model #4 
microfilm camera made by Remington 
Rand, Inc. Visual indicator shows the 
amount of remaining film in the camera, 
while a foot switch controls the opera- 
tion of photographing and advancing just 
the right amount of film. 
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MEMORANDUM BOOK (186) 


Wilson Memindex Co. has introduced a 
loose-leaf book 714”x614"x1”, similar to 
their 1953 model so successful with busi- 
ness people. In addition to the scientifi- 
cally planned memorandum, appointment 
and calendar pages have been added, as 
well as the exclusive “week in sight” 
pages for scheduling a whole week’s ac- 
tivities, cash account pages and “name and 
addresses” pages. 


The Secretary 




















accounting, 


(continued from page 10) 


Obviously, the difference of $50 in 
gross profit is entirely attributable to the 
difference in the method of pricing the 
ending inventory (as a part of calculat- 
ing the cost of goods sold). It is not 
difficult to imagine why business people 
like to use LIFO in calculating taxable 
income. It is important to note here, 
however, that the reduction in inven- 
tories and profits under the LIFO 
method occurs only during a period of 
rising prices. Thus, if the cost price of 
soap had remained at Sc, the inventory 
and profit figures would have been ex- 
actly the same under both methods. 

On the other hand, if the cost of soap 
had declined to 4c during 1953, the in- 
ventory and profit figures under the 
LIFO. method would have been higher 
than under the FIFO method by $10 
(1c x 1000 bars). From the foregoing 
it is clear that the adoption of LIFO 
would not be advisable if one expects 
the prices of goods used and sold to de- 
cline. This is true because, as pointed 
out above, profits would then tend to be 
overstated and, therefore, income taxes 
would be proportionately higher. 

The use of the LIFO method in cal- 
culating taxable income was authorized 
by the United States Internal Revenue 
laws in 1939. Since that time we have 
witnessed an increase of over 100% in 
the wholesale price index (Bureau of 
Labor Statistics). That trend, which was 
indicative of prices in general, probably 
accounts for the increasing popularity of 
the LIFO method during the last decade, 
particularly as a tax saving device. With- 
in the last few years the tax laws have 
been liberalized to permit businesses to 
use the LIFO method even though the 
goods handled were not actually used or 
sold in reverse chronologicaal order. 

We may conclude that the use of 
LIFO in periods of rising prices tends 
to reduce taxable income and, therefore, 
income taxes. One disadvantage under 
the present tax laws .is that once the 
method is adopted, it may not be aban- 
doned without the permission of the 
Commissioner of Internal Revenue, 
which is difficult to obtain. In any fu- 
ture periods of declining prices this con- 
dition could naturally work a serious 
hardship on businesses now using the 
LIFO method. Next month we will out- 
line briefly what is being done about 
that hazard and also outline some other 
aspects of inventory valuation. 
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Law 


{continued from page 6) 


In Pennsylvania, for example, it is 
only valid for eleven months from the 
date of its execution unless a longer time 
is expressly provided. A proxy is not re- 
voked by the death of the maker unless 
written notice of such death is given be- 
fore the vote is counted. It is interesting 
.o know also that a shareholder cannot 
lawfully sell his vote or execute a proxy 
for anything of value. 


You see then that there are various 
rules and regulations all designed to 
protect your vote and to keep the op- 
eration of the corporation clean. As 
a shareholder, therefore, you are be- 
coming a VIP. 


If, then, you have previously executed 
a proxy and the vote went against you: 


The corps belong to all of us 


So make yourself at home.” 


Besides, in executing a proxy, you are 
becoming more than “the little man who 
wasn't there.” 








"Do not be discouraged, 
Through life just freely roam; 


NSA CHAPTER Officers 


MONEY 


FOR YOUR TREASURY 
EASY TO RAISE $25 to $500 


or more or Earn Valuable Equipment for 
your NSA Chapter or Church, without in- 
vesting a single penny. Simply introduce to 
your members and friends Leon Berdene’s 
truly wonderful Creme Shampoo, rich with 
Lanolin. The latge 5-o0z. jumbo “convenient 
to use” attractive tube sells for only $1.00. 
Big Profits. Your group keeps 50% of the 
money received from the sales, send us the 
other 50% after you do the selling. Com- 
plete credit with sales Guaranteed. 


Write for FREE Plan — No Obligation 


LEON BERDENE — N. S. Station 
Dept. NS-1_ YOUNGSTOWN 4, OHIO 








Why are BUCKEYE 





7211 St. Clair Ave., 





RIBBONS 2zCARBONS S=7 
like good old Brown October Ale ‘A 


Cause- believe it or not carbon papers 
and ribbons must be properly aged 
before they are ready to use. 


Buckeye Ribbons & Carbons have an 
“aging attic” all their own. You never get 
them green or unseasoned, which makes 
smeary copies. Buy Buckeye to get the 

best. Demand Buckeye. Accept no 
substitutes. YOU'LL SEE THE DIFFERENCE / 


BUCKEYE RIBBONS 2 CARBONS 





Cleveland 3, Ohio 
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Your 
Voice =§£ 
Has 


Personaligé 









‘loo.... 


eee e® When you're telephoning, your voice is you. The per- 
son on the opposite end of that line unconsciously is judg- 
me ing you—the way you look, your mannerisms, your temper- 
BS ment: are you a happy person or a growler? If the caller 
x thinks you sound happy, he’s pleased because that means 
4 you'll probably be interested in helping him. 
Even though your personal skies may be a little stormy, 
don’t make it known to every stranger and phone visitor. 
ag Telephone courtesy is essential, for it creates an impression 
fg? that you should hope is favorable to you and to your com- 
ae pany. 
— A clear, distinct, well-modulated voice is one of the 
oa marks of a pleasing telephone personality. Almost all small 
si children eagerly beg to “Let me answer” because it’s a 
novelty for them to Aear, but not see another person. For 
ae adults the phone’s uniqueness soon is forgotten and its 
truly remarkable performance accepted without thought. 
However, the next time you answer that ring, check your- 
self on these points of telephone etiquette: do you hold 
the mouthpiece one inch from your lips and speak directly 














“Mr. Gr-aw-nt is not 




























in,” according to the 4 
young lady above. , 
Such an affected, arti- 1. Know 2. Listen to 5. Keep a pad yc 
— oo the number. yourself talking. and pencil wk 





nearby. 


the telephone than in 
any other social or 
business contact. 
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into the transmitter? If you hold the mouthpiece four or you know that the person you are calling is in his office, 








| five inches away, your voice slips off into the air and sounds signal your employer to go ahead. He should be ready to 
weak and thin to the other person. Or if you speak over or talk as soon as the connection is made. And the person 
under the mouthpiece, the same bad effect is created. called has a right to expect the caller to be on the line. 

Do you speak in a normal tone of voice as if you were Here's a list of suggestions that will help you make sure 
talking in the same room? Shouting isn’t necessary. You your phone etiquette is in perfect calling order. We don’t 
wouldn't shout at the person sitting at the next desk, and suggest that you memorize them, but we do feel that think- 
raising your voice to a telephone caller makes you appear ing about them will help improve any phone faults you 
hostile. may have now: 

When you answer the phone, are you ready to give your To begin, logically, when you are about to place a call: 
full attention to the caller? Lifting the receiver and con- 1. Be sure of the number you want ... if you're uncertain, 
tinuing a conversation before speaking into the receiver is look in your city directory or keep a list nearby of numbers 
like opening your front door and looking the other way. which you call frequently. 

2. Listen to yourself talking . . . smile as you speak, so 


As a secretary you're responsible for doing more than 
merely answering the phone. Besides receiving calls, you 
have to make appointments, and take and give messages. 
Since you are speaking and acting for your employer, you 
should handle all calls with courtesy, with thoughtfulness 
and with thoroughness. 

In your training period for secretarial work, emphasis 
undoubtedly was placed on the skillful handling of tele- 
phone contacts. But telephone courtesy does more than 
mark you as the pleasant assistant to an executive. Good 
phone manners are part of the over-all personal aptitudes 
leading to promotion and to a higher salary. 

When you receive a call for your employer you can trans- 
fer it poorly, like this: 


that your voice is cordial and winning. Your voice can be 
as effective as a firm handshake if you concentrate on its 
sincerity, and you can quickly impress the caller with your 
willingness to serve him. (That charming man on the other 
end of the line might mention to your boss what a pleasure 
it is to talk with you because of your pleasing voice. And 
what employer isn’t proud of kind words about his secre- 
tary. It’s an indirect compliment to him.) 

3. On an incoming call, be ready with a pad and pencil 
sear the phone. Answer promptly, identifying yourself or 
the department in which you work. That pencil belongs in 
your hand, vot in your mouth, and chewing gum is never at 
home in the office. (For that matter, chewing gum isn’t at 








“Hello.” home anywhere, except when you are in your own home. 
“Is this Mr. Taylor's office?” But that’s another tale.) Just be sure there’s nothing in 
"Yor it is.” your mouth to clutter up your speech. 
“y ~a in?” 4, When you're expecting an out-of-town call, stay near 
f. ga ae your phone. Don’t go out for a cigarette or coffee, hoping 
es aa 'll be back desk before the call in. If 
e P you ack at your desk before the call comes in. If you 
Mr. Watson. oi a, must leave, tell your company operator where you will be 
—or you can transfer it with ease: and how long. Or if someone else usually answers your 
“Mr. Taylor's office, Miss Shaw speaking.” phone in your absence, leave a note near your phone, ex- 
“Is Mr. Taylor in?” plaining how long you will be gone. 
"Yes, he is. This is Mr. Watson, isn't it? Just a moment; 5. When it’s necessary to signal the operator, move the 
I'll connect you.” plunger up and down in a steady, rhythmic motion instead 
Good girl—that was well done. And it can be done with of pumping it impatiently. 
ease and simplicity even though you may not recognize the 6. If your caller wants information that isn’t available 
caller every time. right then, tell him and ask him if he wants to wait while 
Another point of correct telephone usage is often over- you check for him, or if he would rather have you call him 
looked even by the most conscientious secretary. It is best later. If you are to call back, be sure that you have his cor- 
for a person to place his own call. Sometimes, though, your rect phone number. 
employer may want you to call a man he wants to speak to. 7. And remember . . . telephone as you would be tele- 
In such an instance it is mot necessary for that person to be phoned to! That’s the Golden Rule governing all telephone 
on the line before you connect your employer. As soon as conversations. 








































4. Stay near 
d 6. Be fast 7. Telephone 
your phone 5. Signal the vik ac eile a eng 


when you 


expect a call. telephoned to. 





operator easily. : . 
P ¥y information. 
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oo be Fashionably Corti 


Occasion 








For that “right out of a band-box look” here are several 
costumes guaranteed to bring approval at the office or during 


a your most festive moments this fall and winter. 


x 


grey French flannel—a perfect dress for 
the office that easily makes the transition 
ve after-5 B epee.» Rage 3 peg rene 
brodered with hand 


in black, and collared with black velvet. 
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The dress-and-jacket costume so im- 


portant in the fashion forecast for fall 
and winter of 1953. The straight, 


loose jacket is of green and red 


Shadow-checked French tweed. With 
if, Our secretary wears a dress of 
mixed green sheer wool, with pointed 


“seams detailing the neck and waist- 


line. 


For a glamorous, breath-taking you— 
_ back-panelled evening sheath of rose- 
_bud-patterned black silk brocade. A 
separate stole with a single rounded 
Sleeve is faced with, pink satin to 
match the cummerbund.of the dress. 
WwW 





The Secretary 
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Dependable, all-octasion little coat cos- 
tume—the coat of hairy mahogany-colored 
wool with a slim iblack wool skirt and 
black wool jersey blouse. Braid-edges the 
collar and_ cuffs of.the€oat. 


TET ORG TD 


44 Practicality..andbeauty~are»combinedain 
this day or evening coat of nubby white 
wool cut on the bias both front and back. 
White bone buttons fasten a diamond- 
shaped flap seamed from the outstanding 
collar. 
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PRACTICALLY A 
LIFETIME OF 
FREE USE... 

3 discs included in the 

purchase price . . . each 
can be used 10,000 

TIMES OR MORE! 











A MIRACLE OF 
ENGINEERING... 
with very few parts... 
featuring remarkable 
design, REPAIR-FREE 
construction, ease of 

operation... 










THE FINEST 
TRUE-MAGNETIC 
DICTATING MACHINE 
no cutting noise... 
no friction . . . perfect 

letters by dictating 
over mistakes! 









Established 1923 
Exclusive National Distributor 
AMERICAN DICTATING MACHINE CO., Inc. 
65 Madison Avenue, New York 16, N. Y. 
Gentlemen: I'd like to know more obout the REX 
RECORDER. Without obligation please call [], visit FJ 
write 0 
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Still warm from the oven, this Prune Coconut Crunch can be deliciously 
decorated with a spoonful of custard sauce dipped on top. It’s a filling 
meal topper, good for those fall days which bring big appetites. 


EG Prune Coconut Crunch 


1 cup pitted cooked 


prunes 
yy ai a geen, eo cup cooking liquid 
/2 cup sugar 
teaspoon cinnamon 
24 cup sifted all-purpose 
flour 


Fall Desserts ca Swe 


margarine 
cup rolled oats, 
uncooked 
24 cup shredded coconut 


W ten Jessert planning becomes a problem this fall, 
‘ P 8 P thes Chop cooked prunes and add cooking liquid, 


don’t forget thrifty and variable cereals. The many different sugar, and cinnamon. Cook until mixture is 
kinds available give you an almost endless opportunity to consistency of jam, stirring to prevent scorch- 
h ; d d ing. Let cool slightly. Sift flour with salt and 
use them in and on desserts. stir in the brown sugar. Cut in butter or mar- 
a . : . ° garine until mixture is crumbly, then add 
Try combining cereals with dried fruits for different rolled oats and coconut. Spread half the mix- 
dessert ideas. Prune Coconut Crunch is one combination ture in buttered 8-inch round pan. Spread 
2 wkd ; ‘ prune mixture evenly over it and top with re- 
that’s appetizing and economical. The cooked prune mix- maining dry mixture. Bake in slow oven 
ture is spread between crunchy layers of rolled oats and (325° F.) about 45 minutes. Serve warm, with 
or without cream. Yield: 6 to 8 servings. 


coconut. It should be served while still warm, with or with- 


out cream, or served with a custard sauce. 
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by MRs. MARGIE HORCHOW 


The proverbial “middle-aisle” takes the spotlight this 
month as we report from the Northwestern District that 
Dorothy Ansdell, President of MELIOR VITA CHAPTER 
(Sioux Falls, §. D.) has become Mrs. Oliver F. Albright. 
Dorothy Slapper, of GREELEY CHAPTER (Greeley, Colo.) 
is now Mrs. Kenneth Durr, and Dorothea Schneider, of the 
same chapter, has changed her name to Mrs. William 
Hayes. 

This district also reports that GREELEY CHAPTER’s Sec- 
retary-of-the-Year, Mrs. Kathleen Feuerstein, is now the 
mother of a new baby boy called “Randy.” 

From the Southwestern District the BIG D CHAPTER 
(Dallas, Tex.) reports that one of its members, Johanna 
Jongkind, has “middle-aisled” with Martin Fallisgaard. 
Johanna is a native of Holland and received her education 
in Belgium. The groom is a native of Denmark. The Fallis- 
gaards have been touring Europe and visiting their re- 
spective families, but will return to Dallas this fall. 

Mrs. Lida Flurry, BiG D Vice President, spent her vaca- 
tion in Mexico. Her greatest thrill was deep sea fishing off 
Acapulco, which was quite a switch from her usual angling 
experiences in the Texas lakes. 

From the Northeastern District: Vivian E. Jobe, Presi- 
dent of the MARION CHAPTER (Marion, Ohio), became 
Mrs. John A. Rife, on August 13. (Seems to be the sea- 
son for NSA VIP's). 

Two HURON VALLEY CHAPTER (Ann Arbor, Mich.) 
members have joined the ranks of the wedded. Dorothy 
Hack became the bride of C. Ray Haggstrom on August 15, 
and recently returned from a month’s honeymoon touring 
the Western states. Laura Stierle and LaMar Jack Winkle 
“tied the knot” on August 30, and have set up housekeeping 
at Saline, Michigan. 

Jo Marino and Terry Douglas of the UTICA CHAPTER 
(Utica, N. Y.) spent a month visiting Denver, Los An- 
geles, San Francisco and other points of interest. And to 
prove it, they'll show colored slides of their motor trip as a 
program feature at a future meeting. 

The COLUMBUS CHAPTER (Columbus, Ohio) boasts a 
future “Miss Secretary.” It’s a daughter at the home of 
member Lillian Fox and her husband. 

Members of the CROSSROADS OF AMERICA CHAPTER 
(Indianapolis, Ind.) exhibited a flair for the unusual in 
their choice of prizes awarded at the group's annual picnic 
on July 18, at the home of Mrs. Emery Cline, Recording 
Secretary. Included were a year's supply of “toothpaste” 
(actually a can of Dutch Cleanser), a pair of shoes (baby 
doll’s), and a set of garden tools (the miniature variety 
manufactured for children). 


The Secretary 





Helen Morrow, HARRISBURG CHAFYER (Harrisburg, 
Pa.) combined pleasure with business when she attended 
the Inter-American Hotels Association bi-annual conven- 
tion in Panama recently. Helen, who is executive secre- 
tary to Franklin Moore, President of IAHA and President 
and Managing Director of the Penn-Harris Hotel, reports 
that 20 countries of South and Central America plus the 
United States and Canada were represented at the conven- 
tion. 

For your Key KLATTER columnist it’s adieu. for now, ere 
I miss my train. Yes, I'm off for a week’s vacation to the 
tune of “Back Home Again in Indiana” (La Porte, to be 
exact) and a date in Chicago with my son, Lt. Kenneth R. 
Long, who will be flying over for a three-day Air Force 
routine trip from Wilmington, Delaware. 














ABSOLUTELY SAFE... NO CARBON-TETRACHLORIDE 
TO GUM AND GOO! 


with the amazing 
type cleaner... 
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Cleans type CLEANER... Easier! Sturdy 
dauber prevents spattering. Non-inflammable. 
Slow-evaporating and therefore more econom- 
ical. Make your letters SPARKLE. Save time and 
money. Anyone who has to produce GOOD 
letters will appreciate this reliable dirt-chaser! 
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“You Don’t Have To 
SOFT ROLLER ME 
When You Use The New 


V{8E},.TYPERITE 
INDEX TABBING With 
Pica Spaced Inserts!” 
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Less emcecen ome cenas 






SAVES 56% Typing Time! 
On Typing |, 2, 3 Line Titles 

e Typing is Faster, Easier! 

Always on a Straight Line! 

Titles Are Neater, Cleaner! 


e Ends the Need for Tedious, 
Fatiguing Soft Roller Work! 
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L Exclusive! 
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IT'S THE SPACING THAT DOES IT! 
The new AICO TYPERITE TABBING has blank inserts spaced ex- 
actly 2 and 3 picas deep to permit use of the line space lever when 
typing titles. This ends the need for soft roller work when centering 
or positioning the titles on the insert strips. Just set the line space 
lever for 1, 2 or 3 spaces and you breeze right through the job. 
Now, at Your Stationer, or Write Dept. 2 for FREE Sample! 


AIGNER 97 Reade St., New York 13, N. Y. 
INDEXES 426 S. Clinton St., Chicago 7, Ill. 
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One of 


Country's 
Youngest 
Insurance 


Brokers 


An extra week’s vacation was the turning point in the 
career of Josephine Bova, NSAer from White Plains, New 
York. That first “turn,” however, was down instead of up 
the ladder to the top—Jo lost her job for taking the un- 
authorized seven days. 

It seems that she was vacationing in Florida and having 
the kind of time travel folders always promise, so she noti- 
fied her office she was staying another week. When she 
came back the next Monday at 9, she was crisply informed 
that she was still on vacation—she had been replaced. 

Undiscouraged, Jo bounced back to become one of the 
youngest licensed insurance brokers in the state of New 
York. Presently she is a secretary at the Maurice Heller In- 
surance Agency in White Plains and well launched on an 
intriguing business career. 

A resident of nearby Valhalla, Jo was graduated from 
Valhalla and White Plains High School and attended the 
Monroe Flegenheimer School of Insurance in New York 
City. Over a year ago she took the tedious, six-hour exam 


Twenty 








Jo and Jerome Miller, President of the Greater 
New York Insurance Brokers’ Association, re- 
view plans for a special Insurance Day pro- 
gram. 


required for an insurance broker's license. Then the big red 
letter day came on the first of November in 1952—she re- 
ceived her license. Twenty-one is the minimum age for a 
licensed insurance broker and Jo had celebrated her twenty- 
first birthday only seven months before, so the arrival of 
her license made her one of the youngest insurance brokers 
in the country. 

Jo was twenty-two last March. She speaks Italian with 
ease and is a real sports enthusiast who was active on high 
school honor teams in baseball, archery and bowling. This 
talented “broker” not only sews but also designs most of 
her own clothes, says she likes to dance and admits a fond- 
ness for hillbilly music. 

As secretary to an insurance agent, Jo's work is diversi- 
fied and frequently ascends to the executive level. She repre- 
sents her boss when he is out of town by handling claims, 
advising clients and, of course, selling insurance. She con- 
tinues to study correspondence courses and attends lectures 
for more knowledge of insurance problems to help her in 
her secretarial work as well as in her own brokerage busi- 
ness. 

But the routine isn’t always without mishap. Jo recalls 
that she and her boss recently shared one of those “most 
embarrassing experience” incidents. He had dictated a letter 


The Secretary 











Sree eae ees, 


At home Jo puts the finishing touches on one 
of her own designs while working at her sew- 
ing machine. Many of her leisure hours are 
spent here. 





to a manufacturer stating he was returning a defective fish- 
ing reel, then instructed Jo to mail the package on his desk 
and insure it for $90. 

A few days later the puzzled manufacturer reported the 
wooden package had arrived empty. Where was the fishing 
reel? Investigation disclosed it was still at the home of Jo’s 
employer, much to the chagrin of both boss and secretary. 

A charter member of the White Plains Chapter, Jo com- 
pleted an outstanding job as publicity chairman this past 
year, cooperating enthusiastically with newspaper reporters, 
magazine writers and radio program directors. She was the 
chairman of National Secretaries Week committee last May 
and is the current chairman of her chapter's Civic Commit- 
tee. Recently she was appointed to the nominating commit- 
tee of the New York State Organization. 

In addition to her insurance work and NSA activities, Jo 
is President of the White Plains YMCA Co-Ed Club, and 
an active member of the Greater New York Insurance 
Brokers’ Association. She also served as a member of the 
Woman's Committee for the Greater New York Insurance 
Day program held last month in New York City. 

As for Prince Charming? Jo claims she wants to further 
her career before settling down. At least, that’s the story 


up to now. 


The Secretary 














ERASAGUARD 
The TYPISTS Pal 


With it you can Remove All Trace of Errors. Saves 
enough printed matter and TIME to pay for itself in 
ONE DAY. Many letters confirm that Erasaguard is 
indispensable for Efficiency. One Secretary writes, “I 
used an Erasaguard for several months in an office 
where I was formerly employed and now I find it dif- 
ficult to get along efficiently without one. I would like 
to purchase one or two. Is there a dealer in this terri- 
tory?” 


SHE DOES MAKE MISTAKES 








But she says “The Erasaguard makes 


erasures so easy that 
IT’S MY REAL PAL” 





ERASAGUARDS ARE PATENTED and Sold only 
by Kee Lox Mfg. Co. 

Have an ERASAGUARD for yourself, 35 cents each, 
$4.20 a doz. Enclose stamps, money order or check, 
please, as it is too expensive to bill small orders. Send 
Today. Thanks. 





KEE LOX MFG. CO., ROCHESTER 1, N. Y. 
Send dozen Erasaguards Pica «Elite QD 


To 

Address Poin 

City ; ae ri eh Bs ‘ es 
OS ITA here Sete re eR door 2 eee 
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Business Show 
Celebrates 
New York’s 
300th 


Anniversary 


"[ YPEWRITERS, addressographs, coffee vending ma- 

chines and posture chairs will vie, side by side with 
other office equipment, for the attention of visitors at the 
National Business Show which opens October 19 in New 
York City. The big town will go all out, for an official proc- 
lamation by Mayor Vincent Impellitteria recently desig- 
nated the week of the Show as “Business Week” in New 
York. 

This year’s show, which will be held as usual in the 
Grand Central Palace, will feature more than 200 exhib- 
itors, a number that breaks all records. Its theme coincides 
with the city’s festivities for its 300th anniversary celebra- 
tion. 

Lee Thompson Smith, head of the celebration plans, com- 
pared the progress of the city with that of the exposition. 
Over the centuries, he said, the city grew from a trading 
post to the world’s capital of business and finance. During 
the past fifty years the show has grown, too, from a showing 
of simple techniques and office machines into the world’s 
greatest exposition of its kind, serving an industry whose 
phenomenal growth has brought it to the $2 billion bracket 
in American industry, among the ten leaders in the country. 

The show traditionally kicks off the new business year 
each fall, and manufacturers use it as the occasion to in- 
troduce their latest products to the market. Radical improve- 
ments in all lines of office machines and equipment devel- 
oped in the last year will be placed on display. In addition, 
visitors will see a variety of important auxiliary necessities 
for the office that add to the comfort and the productivity 
of employes, such as office layout and design, air, light, 
sound and color conditioning. 

Products run the gamut of necessary operational know- 
how from one which can be controlled with two fingers by 
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Douglas MacArthur, General of the U. S. Army and Chairman 
of the Board of Remington Rand Inc., opened the Business 
Show in Grand Central Palace last year. 


the least skilled operator to extremely involved electronic 
machines that require the supervision of the most highly 
trained personnel. The show serves customers with every 
size budget, displaying items which have a unit value from 
pennies to $600,000. 

This annual exposition is unique in acquainting prospec- 
tive customers with the latest techniques and developments 
in the industry because of its third-dimensional approach in 
displaying products for customers to see, test and compare 
with competing products at nearby booths. 

Copies of The Secretary will be given away free of charge 
from a subscription stand on the mezzanine of the Grand 
Central Palace. If your boss, or a friend, or even one of you 
New Yorkers plans to attend the show and is interested in 
seeing The Secretary's display, use the “up only” stairs on 
the Lexington Avenue side of the building and walk 
straight ahead in the direction of the balcony rail. At the 
stand subscriptions to the magazine will be sold and pro- 
motion material will be distributed as well as copies of the 
October issue given to visitors. 

The show will continue for five and a half days with what 
has been called “the greatest display of office equipment in 
the exposition’s half-century history.” And if it lives up to 
the claims made for it, the show should prove to be of out- 
standing value to both manufacturers and visitors. 


The Secretary 
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610 East Young Street 
Tulsa 6, Oklahoma 


To initiate civic improvements an 
Inter-Club Council composed of wom- 
en’s organizations has been formed in 
Topeka. KAW CHAPTER (Topeka, Kan. ) 
is a participating member. As one of 
its projects, each organization in the 
Council assists at least once a year in 
the entertainment of patients at the 
Topeka State Hospital, a mental institu- 
tion. Last month KAW and the Legal 
Secretaries of Topeka assisted in the 
program. Velma Smith, KAW’s vice pres- 
ident, was disturbed by the limited sup- 
ply of fans at the hospital. An employee 
of the Telephone Company, Velma 
started a drive there for the company 
baseball team to play a team composed 
of State Hospital personnel. Proceeds 
from the baseball game provided funds 
for the purchase of four 28-inch ex- 
haust fans to be installed in the hos- 
pital auditorium. This generous gesture 


news from the four corners of N. S. A. 


merited a story in The Topeka Daily 
Capital. 


* * * 


The annual picnic of the WILL ROG- 
ERS CHAPTER (Tulsa, Okla.) was held 
August 23 in the patio of the home of 
member Mrs. Marie Sturman. A report 
was given on the business meetings, 
workshops, and social affairs of the Con- 
vention by the chapter's delegate, Mrs. 
June Gregory, and the alternate, Mrs. 
Bea Arnell. James O. Worrell, attorney 
for the Southwestern Power Adminis- 
tration in Tulsa, and instructor of the 
chapter’s refresher course for the CPS 
examination, also gave his impressions 
of the workshops and social meetings 
he attended as a guest. Members were 
urged to attend next year’s convention 
in New York City. 


* * * 


After a summer of picnics, barbecues, 
dude ranching and swimming, BiG D 
CHAPTER (Dallas, Texas) resumed reg- 
ular dinner meetings in September. Pres- 
ident Mattie Lee Mueller reported on 
elections, business sessions and panel 
discussions at the Convention; Polly 
Peters covered all social activities and 





A group of PoRT CHAPTER and LAKE CHARLES NSAers attend a special brush-up course 
for secretaries at McNeese State College. 
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HousTON CHAPTER (Houston, Texas) 
1953-54 officers are, left to right, seated: 
Mrs. Ruth Anderson, Vice President; and 
Mrs. Jean Bradshaw, President. Standing: 
Mae Dickinson, Recording Secretary; Mrs. 
Helen McCrea, Corresponding Secretary; 
and Pauline Winner, Treasurer. 


Convention sidelights; and Mrs. Mil- 
dred Brandt spoke on “My Trip to the 
Northwest.” BiG D’s annual Fashion Tea 
was held last month at the Hotel Adol- 
phus, with members modeling fall styles. 
An instructor from John Robert Powers 
School discussed “Your Most Attractive 
Self.” Table decorations followed a 
Hawaiian motif and leis of miniature 
orchids were presented to the guests of 
honor, secretaries to four Dallas execu- 
tives who had actively supported our 
NSW Institute. On display was the sil- 
ver coffee and tea service which will be 
awarded during the Silver Jubilee in 


December. 
* * * 


SUN AND SAGE CHAPTER (E] Paso, 
Texas) had a full month in August: A 
Saturday luncheon on August 1 at the 
Cortez Hotel featured a verbal report 
on the Convention. Members then at- 
tended an open house at the home of 
Mrs. Charlie Meadows, State Treasurer, 
to celebrate her silver wedding anni- 
versary. The regular meeting on August 
18 was an informal gathering in the 
home of the chapter president to hear 
a book review of “The Form Devine” 

(continued on page 26) 
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Last in a series of six articles 


The Office Memory Giant 


We quizzed NSAers about 


dictating machines and 


here's what they told us . 


“Dictating machines. You bet I'm for 
them; wouldn’t be without this one on 
my desk. I wonder now what I did be- 
fore that salesman sold my boss and me 
on its virtues over three years ago.” 

So says an executive secretary who 
uses one of the fastest-selling dictating 
machines on the market. She was en- 
thused about the particular brand of ma- 
chine she uses, but she also declared that 
she felt the industry in general supplied 
a real boost to any secretary’s working 
efficiency. 

After surveying a number of NSA 
members, we've divided them into three 
categories: those who have never used 
a dictating machine; those who have 
tried one or use one only occasionally; 
and those who use one steadily. We 
found, however, that the majority of 
women who could be listed in the 
“steady user” column combine their ma- 
chine dictation with shorthand. Many of 
these women insisted that they wouldn't 
want to give up their shorthand entirely, 
for the very reason that probably in- 
duced many of them to choose the sec- 
retarial profession in the beginning: 
they /éke shorthand. But they also 
stressed reasons why it’s more satis- 
factory to make use of both methods of 
recording correspondence. 

For example, there’s Dorothy Conroy. 
Dorothy uses one of the wire recorders. 
“Machine recording is the most con- 
venient method,” she declared, “and the 
recorded voice is so easy to hear. My 
boss is in foreign and domestic trade, 
which means he’s overseas or out of 
town 75% of the time, averaging about 
one or two days a week here in the 
office. 

“When he zs here there's a real rush 
on. We usually follow a procedure 
something like this: he dictates several 
of the most pressing letters, which I take 
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SHORTHAND 
METHOD 


DICTATING 


MACHINE 


in shorthand. The other longer letters— 
and by long, I mean perhaps four or five 
pages—are put on the wire. 

“If it weren't for the machine, we 
would get so far behind in our corres- 
pondence that we'd never be completely 
up to date.” 

Because Dorothy and her boss have 
united shorthand and machine dictation, 
they have successfully hurdled what 
could have been a serious correspond- 
ence problem. 

“Funny thing about the way we first 
realized what a wire recorder could do 
for us,” Dorothy continued. “My boss 
saw it at a party where it was unknow- 
ingly used to record the conversation of 
the guests. I guess everyone enjoyed the 
play-back, but my boss was thinking be- 
yond its entertainment value. The next 
morning he came in, told me about the 
recorder and said, ‘Dorothy, find out 
about this thing.’ So I did, and I’ve been 
glad ever since that he went to that 
party.” 

Another NSAer who uses a dictating 
machine—one of the disc types—is Mar- 
jorie Jackson. She quickly admits that 
she prefers it to taking shorthand. 

“It’s easier, and I’m more sure that 
what I've transcribed is correct. When 
I'm not certain, I can always go back 
and listen to the dictation a second time. 

“My employer? He thinks it’s grand. 
You see he often works on Saturday 
mornings and sometimes stays at night, 
long after the secretarial staff has called 
it a day. 

“It’s simple then for me to transcribe 
his letters and memos the next morning. 
He doesn’t always dictate every sentence 
either. Sometimes the first words I hear 
are, ‘Marjorie, check in the file and see 
if we've written to the Wayne Corpora- 
tion in Duluth recently. If we haven't, 


write them a letter about our new prod- 
uct. Then he may dictate the closing 
paragraph. 

“As far as I'm concerned, the ma- 
chine’s biggest advantage is the time it 
saves me. My boss is making or receiv- 
ing phone calls constantly; if it weren't 
for my machine, I'd waste many hours 
a day.” 

Mary Jean Franz is another NSAer 
who believes that one of the most valid 
reasons for buying a dictating machine 
is the time it saves both secretary and 
employer. Her boss divides his time be- 
tween Omaha and Pittsburgh, and uses 
machines in both offices. 


“I've used my machine for over a year, 
and I can truthfully say it’s been en- 
tirely satisfactory. One of the features I 
like most is the fact that all corrections 
are on the machine. Nothing's left to my 
memory or shorthand notes. In that way 
I just can’t forget anything.” 

While interviewing other NSAers, we 
found this to be true: those who use 
dictating machines steadily find them a 
real benefit in their work; those who 
have used a machine only once or just 
occasionally are not as pleased. 


This reminds us of the story about 
the secretary who came in one Monday 
morning to find a new electric type- 
writer on her desk—a surprise from her 
employer. After a one-day trial, she was 
set to go back to her standard machine. 
With a little more practice, however, 
she soon became adjusted to the ma- 
chine, and now she won't touch her old 
typewriter. 

Any secretary who's still resisting the 
triumphs of the dictating machine in- 
dustry may be missing an exciting, time- 
saving experience with office equipment. 
At least, that’s the story from NSAers 
who claim dictating machines are tops. 


The Secretary 








They dont call me BUTCH"any more! 





2. “Then, they moved in on us with some of these new 
dictating machines, Dictaphone TIME-MASTER, and I thought 
my goose was surely cooked but good. And at that point, was 
I wrong or was I wrong? Zowie! 


1. “It wasn't my looks that gave me the nickname around 
the office, but it was because I got the filing all bolloxed up 

. what between answering the telephone, transcribing, and 
taking dictation from a modern Daniel Webster—the Boss. 





4. “Now, they've changed my name to ‘Little Lightning,’ 
the filing and telephone-answering get done quick. I get 
away at five o'clock every night, and best of all, the Boss 
said—guess what? Yes, that’s it. Next pay check.” 








3. “It took about three shakes of a lamb’s tail to learn to 
operate the thing, and from then on in my path was covered 
with roses, for work flowed out of me—yes, little me—like 
water off a tin roof in April, and brother was it simple to do! 






Get ahead faster. Have more time for extra work that pays off in a bigger 
salary. Do better work—easier. Find out about TIME-MASTER. Clip the coupon. 
Clip coupon now! 




















ee eee _ 

3 a) Dictaphone Corp., Dept. T103 | 

DI | PHON E 420 Lexington Ave., N. Y. 17, N. Y. | 
CORPORATION Please send me my free copy of “Letter Perfect.” l 

Greatest name in dictation Name | 
Company | 

IT’S AND Street Address. | 
SAID— DONE! By iy —_ ones | 
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SOUTHWESTERN DISTRICT 
(continued from page 23) 





St. Louis CHAPTER (St. Louis, Mo.) is a 
member of the Group Action Council 
composed of women’s service and profes- 
sional clubs. In a parade preceding the 
Council’s “Carnival of Fun” the chapter’s 
entry won honorable mention. Clockwise 
in the picture are: Lydia Rhodes, Presi- 
dent; Dorothy Hollenkamp, “Miss Secre- 
tary;” Mrs. Augusta Eades; Mrs. Evelyn 
McFall; Gertrude Sherman; and Mrs. Vir- 
ginia Chapman, past President and current 
Vice-Chairman of the Group Action Coun- 
cil. 


by Hildegarde Dolson. The review was 
given by Mrs. Helen Goodman, post li- 
brarian at William Beaumont Army 
Hospital. Members finished the month 
by ushering at four performances of 
“Guys and Dolls.” This is the beginning 
of the chapter's fourth year of ushering, 
a pleasant way to increase the chapter 


treasury. 
* * * 


After a day in the office, enjoy a cool 
swim in luxurious surroundings. That's 
how members of HOUSTON CHAPTER 
are living these days. Through the kind- 
ness of Colonel Ben Jolley, Manager of 
The Cork Club, members and their 
guests have the privilege of swimming 
in the Shamrock Pool, through a special 
membership in the Aquatic Club. Many 
who attended the 1951 National Con- 
vention at the Shamrock will remember 


Twenty-six 


the beautiful pool in its tropical setting 
of flowers and foliage. 


* * * 


Members of PORT CHAPTER (Lake 
Charles, La.) and other interested secre- 
taries in the area, have completed a spe- 
cial brush-up course for secretaries, the 
first of its kind offered in southwest 
Louisiana, in preparation for CPS exam- 
inations. The course was held in two 
semesters and included lectures on Of- 
fice Management, Economics, College 
Law, Accounting, Business English, and 
Secretarial Theories and Practices. 
Among the lecturers were prominent 
speakers from Louisiana State University 
and the University of Houston, as well 
as selected staff members from McNeese 
State College. 


NORTHEASTERN DISTRICT 


Mrs. GENEVIEVE LENZ 
224 Fourth Street 
Niagara Falls, New York 


DUNELAND CHAPTER (Gary, Ind.) 
climaxed the summer season with its 
annual beach party at Marquette Park, 
topped by the traditional picnic supper 
and reminiscence of NSA around an 


open fire. 
* * * 


At their August meeting members of 
the CROSSROADS OF AMERICA CHAPTER 
(Indianapolis, Ind.) heard an address 
by Edward L. Pfeiffer, Personnel Direc- 
tor, Indianapolis Morris Plan, whose 
theme was “You Are It.” A panel on ap- 
plied psychology was composed of Har- 
old L. Schuman, Executive Secretary In- 
dustrial Relations Department, Indiana 
Manufacturers Association; Martha Rob- 
inson, Personnel Director, Sears Roebuck 
& Company; and Eugene R. Ruark, Per- 
sonnel Manager, Indiana Farm Bureau 
Co-Operative Association, Inc. The 
chapter reports the addition of eight 


new members. 
. * * 


The Ways and Means Committee of 
the Motor City CHAPTER (Flint, 





Mich) launched the chapter's fall activi- 
ties with a rummage sale in September. 
Baker Business University has submit- 
ted its first report on the scholarship 
award winner, Betty McFarland, indi- 
cating her favorable progress and schol- 


astic standing. 
* * * 


Mrs. Anne Burleigh, national conven- 
tion delegate from the KALAMAZOO 
CHAPTER (Kalamazoo, Mich.) and its 
candidate for Secretary of the Year, suc- 
ceeded in defeating the Champ in the 
“Beat the Champ” contest by typing 92 
words a minute. In recognition of this 
feat she received a wallet from B. W. 
Lindnauer of Lindnauer Business Ma- 
chines at the chapter’s October meeting. 


* * * 


TUEBOR CHAPTER (Lansing, Mich.) 
has embarked upon its third CPS re- 
fresher course through the University 
of Michigan. Dr. Irene Place, Assistant 
Professor of Business Education in the 
Department of Business Administration, 
has set up the program around the pres- 
ent needs of the chapter members. The 
twelve-week course began on September 
24 with Dr. Place presenting the first 
lecture on “Organization and Manage- 
ment in the Office.” More than half of 
the registrants are non-members of 
NSA. A Lansing employer of a large 
secretarial staff has recognized the pro- 
gram as professional training and paid 





Shown at the installation of the BUCKEYE 
CHAPTER (Portsmouth, Ohio) are, left to 
right, front row: Mrs. Lilyan Miller, Na- 
tional President; Mrs. Ruth Fyffe, Presi- 
dent, Buckeye Chapter; and Mrs. Margie 
Horchow, Ohio State President. Back row: 
Mrs. Gertrude Gorham; Marjorie Cron, 
Ohio State Secretary; and Mrs. Evelyn 
Day, Ohio State Vice President. 


The Secretary 
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the enrollment fees for his secretaries 
who are taking the course. 


* * * 


With the advent of the fall season, 
the SHIAWASSEE VALLEY CHAPTER 
(Owosso, Mich.) moved into full swing 
with a business law course in Owosso. 
The course will be conducted by a local 
attorney and will carry college credit on 
completion. Chapter enrollment is al- 
most 100%. 


Plans for a championship bowling 
league provided the major topic of in- 
terest at the annual picnic of the AL- 
BANY CHAPTER (Albany, N. Y.) held 
at the home of President Jane Brown. 


* * * 


Three LOCKPORT CHAPTER (Lock- 
port, N. Y.) members: President, Joan 
Vance; Vice-President, Helen Rains- 
berg; and past President, Marie New- 
man, really believe the slogan “See 
America First.” Their round trip auto- 
mobile tour to the Seattle convention 
took them 7,790 miles through twenty 
States in three weeks’ time. Can anyone 


top this? 
* * * 


STATEN ISLAND CHAPTER (Staten Is- 
land, N. Y.) installed only last spring, 
reports its first contact with state organ- 
ization at a luncheon meeting at the 
Brass Rail, New York, on August 15, 
when Mrs. Marie N. Gorgas, New York 
State President, met with chapter officers 
from Staten Island, White Plains, Brook- 
lyn and Long Island. 


* * * 


Edward L. Torbert, Vice-President 
Onondaga Pottery Company, was host 
at his summer home on Skaneateles 
Lake, New York, August 22, for the an- 
nual picnic of the SYRACUSE CHAPTER 
(Syracuse, N. Y.) who were joined by 
NSA members from Rome, Utica, EI- 
mira and Ithaca, New York. 


* * * 


Over 106 members, guests and pros- 
pective members attended a lawn party 
at the home of Mrs. Ruth Duncan, Pres- 
ident of TIRE TOWN CHAPTER (Akron, 
Ohio) on August 23. All Ohio Chapters 
were invited, with members present 
from Canton, Kent-Ravenna, Masillon, 
Cleveland, Wooster and Youngstown. 
After a welcome extended by Mrs. Lil- 
yan Miller, a brief talk was given by 


The Secretary 





YO-MAH-O CHAPTER ( Youngstown, Ohio) 
officers for 1953-54 are, left to right, seat- 
ed: Mrs. Edna Pickard, Vice President; 
and Ruth Schorndorfer, President. Stand- 
ing: Margaret Bennett, Treasurer; Bertha 
Olson, Assistant Treasurer; Dorothy Mae 
Ward, Recording Secretary; and Mary 
Beth Joyce, Corresponding Secretary. 


Mrs. Lillian Brenner, past President of 
the TIRE TOWN CHAPTER, on “What 
NSA Stands For.” 


The LAUREL CHAPTER (Greensburg, 
Pa.) opened its fall business sessions on 
September 30 with an address by John 
Robertshaw, President of the Robert- 
shaw-Fulton Controls Company, on 
“Problems Involving Population—Jobs 
—Capital in Westmoreland County,” 
the home county of the chapter. Mrs. 
Jean B. Githens, Secretary to Judge Ed- 
ward G. Bauer of the Common Pleas 
and Juvenile Court of Westmoreland 
County, is chapter president. 


* * * 


A swim-dinner party at the Harris- 
burg County Club highlighted the sum- 
mer events for the HARRISBURG CHAP- 
TER (Harrisburg, Pa.). Mrs. Amy S. 
Ernst, President, directed her after-din- 
ner remarks to the part each member 
plays in the achievement of the goals 
of NSA. 


* * * 


Cassandra D. Waterman, NEVP, an- 
nounces that, in line with the decision 
of her fellow vice-presidents, the busi- 
ness sessions for all the regional meet- 
ings will be built around the same 
theme: “CPS—THE SECRETARY-MAN- 
AGEMENT.” 
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NORTHWESTERN DISTRICT 
HELEN PARILEK 

2235 St. Mary’s Avenue 

Cox Avenue Apartments +317 
Omaha, Nebraska 


The entire membership of HAWKEYE 
CHAPTER (Des Moines, Iowa) attended 
a reception held at the Kirkwood Hotel 
in honor of Helen A. Moe, newly elected 
National Secretary. The chapter mem- 
bers enjoyed a change of scenery for 
their August meeting—a picnic held at 
the Airport Shelter House. Forty mem- 
bers and guests enjoyed a swiss steak 
dinner, picnic style. All members of the 
chapter cooperated in helping to install 
an IBM system in the Community Chest 


office. 
* +. * 


A July feature for members of 
LOMOND CHAPTER (Ogden, Utah) and 
their guests was a steak fry breakfast in 
an outdoor setting at the home of Mr. 
and Mrs. John G. Hamer, Wildewood, 
Ogden Canyon. For August it was an- 
other out-of-door event, a lawn party at 
the home of Mrs. Leroy Hains. After 
a buffet supper, members and guests 
played Dutch Whist. 


* * * 


The month of August was a busy one 
for PIONEER CHAPTER (Fremont, 
Neb.). They celebrated their fifth anni- 
versary with a picnic supper at Island 
Inn. Later in the month members took 
part in a civic project, decorating the 
stage of the City Auditorium for the 
4-H Fair Pageant. Beginning in Septem- 
ber, PIONEER CHAPTER will meet in- 
formally for a noonday luncheon on the 
first Wednesday of each month at the 
Hotel Pathfinder. 


* * * 


COLUMBINE and EVERGREEN CHAP- 
TERS (Denver, Colo.) held “Open 
House” for all NSA members belonging 
to Desk and Derrick when they met in 
Denver last month. Chairman of the 
Desk and Derrick convention is NSA’s 
own Minetta Miller, a member of the 
CPS Institute also. Planning for the Re- 
gional Meeting, October 10 and 11 has 
kept the members busy. Because they 
are CPS minded, these two chapters are 
sponsoring a refresher course for secre- 
taries entitled “The Secretary and Busi- 

(Continued on page 28) 
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news from the four corners of NSA 
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Members of HAWKEYE CHAPTER (Des Moines, Iowa) honored Helen A. Moe, newly 
elected National Secretary, at a reception. Pictured, left to right, are: Mrs. Jeanne Hen- 
wood, past President; Helen Moe; Mrs. Mercedes Lind; Mrs. Nel Dozoryst; and Dorathea 
Plambeck, President. 


* 


te? 


1953-54 officers of ST. PAUL CHAPTER (St. Paul, Minnesota), from left to right: Mrs. 


Lucille Ragon, President; Rose Willkom, Ist Vice President; Constance Pederson, 2nd 
Vice President; Lois McMahon, Recording Secretary; Nellie Mauer, Treasurer; Helena 
Mailand, Treasurer of Minnesota State Organization; and Joy Johnson, past President 
and Secretary-of-the-Year. 





Members of LOMOND CHAPTER (Ogden, Utah) and their guests attended a luncheon at 
the Mansion House on National Secretaries Day, to honor Mrs. Grace Madson, Secretary 
of the Year (third from right seated), and I. J. Wisner, Boss of the Year. A corsage was 
presented to Margaret Stewart (third from left seated), honorary member since 1948. 
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NORTHWESTERN DISTRICT 
(continued from page 27 ) 


ness” from August 21 through October 
8, at the University of Denver. 


* * * 


COLUMBINE CHAPTER (Denver, 
Colo.) is proud to have won the North- 
western District membership prize at the 
national convention. The three silver 
candlestick holders will be used when 
the chapter initiates more new mem- 


bers. 
- . * 


MINN-ARROW CHAPTER (Duluth, 
Minn.) boasts of a second member be- 
ing selected as Career Girl of the Week. 
Claiming this honor is Thelma Schar- 
billig, secretary to the general manager 
of the Duluth-Superior Transit Com- 
pany, where she has been employed 
since 1921. Members of this chapter 
held their dinner meeting at Gitchinadji 
Supper Club, Superior, Wisconsin, across 
the bay from Duluth, with 31 present. 
To add to their funds, the chapter plans 
to have another bake sale, with the hope 
of meeting the success of last year’s 


sale. 
* oe * 


ROBERT LUCAS CHAPTER (Iowa City, 
Iowa) was hostess to the New CEDAR 
RAPIDS CHAPTER at a picnic. 


* * * 


ROGUE RIVER CHAPTER (Medford, 
Ore.) hostessed the Region I meeting 
September 18-20. A reception was held 
Friday night and a tour on Saturday 
morning. NWVP Margaret Hesemann 
appeared on a TV show and radio 
broadcast. Professor Al Miller from 
Southern Oregon College at Ashland as- 
sisted with the afternoon's discussions. 
Professor Miller is Chairman of the Sec- 
retarial Science Department, and is an 
honorary member of the ROGUE RIVER 
CHAPTER. To establish its newly budg- 
eted charity fund and augment the schol- 
arship fund, a “back to school” rummage 
sale was conducted on August 29. 

* * * 


August was picnic-time everywhere 
and members of PIKES PEAK CHAPTER 
(Colorado Springs, Colo.) held their 
outing in North Cheyenne Canon. After 
a dinner of fried chicken and all the 
fixin’s, the girls hiked to the top of 
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Mount Cutler for a view of the Seven 
Falls. The society editor from The Free 
Press attended the picnic and inter- 
viewed the members about the Dior 
short skirts—and the Colorado Springs 
secretaries voted a unanimous “no.” 


* * * 


As hostess chapter to Regions III and 
IV on September 26-27, MT. RUSH- 
MORE CHAPTER (Rapid City, S. D.) 
planned a get-acquainted party for the 
early arrivals on Friday evening. Sun- 
day morning brunch was held at Mt. 
Rushmore—‘where you can watch the 
morning sun on the four faces.” 


* * * 


AK-SAR-BEN CHAPTER (Omaha, 
Neb.) can boast of seven active past 
presidents in its eleven year history. 
These girls decided it would be fun to 
get together occasionally for social pur- 
poses other than those sponsored by the 
chapter, and held their first meeting at 
the home of Grace Steinbaugh. 


SOUTHEASTERN DISTRICT 


BARBARA G. WENDT 
4314 Twelfth Road, South 
Arlington 4, Virginia 


“Guess what?” It's a New Chapter; 
Name—Morgantown, North Carolina; 
Born to NSA; On July 27, 1953; Par- 
ents — HICKORY CHAPTER (Hickory, 
N. C.). This was the message contained 
in a small envelope received recently. 
Our congratulations go to the baby on 
the parents it selected, and the parents 
on a baby even finer than expected! The 
Southeast and NSA are proud of you 
both. 


* * * 


Senorita Madeline Harlan, represen- 
tanda Asociacion de Secretarios, was the 
official designation carried by Madeline 
Harlan of TAMPA CHAPTER (Tampa, 
Fla.) when she accompanied 22 other 
members of the Tampa Goodwill Ex- 
pedition, Pan American Commission, on 
a tour of Caribbean national and pro- 
vincial capitals. In San Juan, Puerto 
Rico, the Expedition visited the Honor- 
able Teodoro Mocoso, Director of the 
Puerto Rican Economic Development 
Administration, and were guests at a 
luncheon given by San Juan's lady 
mayor, Dona Felisa Rincon de Gautier. 
Later that day His Excellency Governor 
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New officers of the PRESIDENTIAL CHAP- 
TER (Washington, D.C.) for 1953-54 are, 
seated, left to right: Mary W. Plott, Vice 
President; and Mrs. Elizabeth Fenton, 
President. Standing: Eileen M. Robson, 
Treasurer; and Alice S. Johnston, Record- 
ing Secretary. 


Luis Munoz Marin was their host at a 
cocktail party at La Fortaleza. The stop 
in San Juan also gave Madeline an op- 
portunity to meet Mrs. Rosa Cook, 
President of SAN JUAN CHAPTER, and 
other members of one of the Southeast’s 
newest chapters. At Ciudad, Trujillo the 
President of the Dominican Republic, 
greeted the Goodwill Expedition. Then 
a tour was made of historical spots in 
the city and its suburbs. An official call 
upon the President of Haiti, and a moun- 
tain trip to Kenscoff and La Refuge were 
highlights of the stop in Port-au-Prince. 


It is not without pride that we note 
the inclusion of The National Secre- 
taries Association, via TAMPA CHAPTER, 
among those groups whose representa- 
tives made this noteworthy goodwill 
tour. And, with all due respect to the 
ladies who accompanied their husbands, 
we also herald the fact that Madeline 
Harlan was the only representative of 
a women’s association on the tour! The 
trip was made from August 4 through 9. 


* * * 


CAPITAL CHAPTER (Washington, 
D.C.) beams over the outstanding pub- 
licity it has received recently. President 
Eunice Graham was the featured “Girl 
Friday” on August 21 as the legal rep- 
resentative in The Washington Post 
weekly series on local secretaries. Eunice 
was also interviewed by Roy Meachum 
on his TV show and her enthusiasm and 
accomplishments for NSA were well ac- 
knowledged. Advance publicity was also 
given to the Secretaries’ Seminar, 


planned by the chapter for next Janu- 
ary. NSAers employed at the Pentagon 
had Mrs. Mary Fort, a long-time friend 
of NSA in Washington, as a guest at 
one of their recent Thursday luncheons. 
Mrs. Fort, insurance counselor for Amer- 
ican National Insurance Company, will 
be guest speaker at their October meet- 


ing. 


* * * 


Ways and Means is currently the com- 
mittee (hostess) “with the mostes” in 
KNOXVILLE CHAPTER (Knoxville, 
Tenn.). The sale of earrings, stationery 
and gift papers was undertaken early in 
August, and a raffle is being planned for 
the future. Madelyn Pursglove is the 
energetic chairman. 


* * * 


CHAPTER OF THE CITY BEAUTIFUL 
(Orlando, Fla.) is again sponsoring a 
student at a local secretarial school. 
Marianne Barr is the young lady selected 
to receive the benefits of the chapter's 
scholarship fund. Other recent chapter 
activities have included a gala Boss 
Night attended by 100, at the Pine Hills 
Country Club. 


* * * 


August means “Under the Stars” to 
MEMPHIS CHAPTER (Memphis, Tenn.). 
On August 17 the chapter minstrels 
gathered at the home of Colonel and 
Mrs. Roane Waring where Tennessee 
State President Jeanelle Walker and her 
sister, Gladys Ferguson, were special 
guests. A Southern fried chicken dinner, 
served under the stars, began the eve- 
ning’s events. Then, as “Sho’nuff” Mar- 
garette Bibb introduced the program, 
celebrities of by-gone minstrel days came 
to life again. Talents heretofore hidden 
were revealed when the cast appeared 
with ebony skins, hair in pigtails and 
dialects decidedly accentuated. “Molas- 
ses” Coleman, in black tie and tails, pre- 
sented the “Great ‘Lasses White,” and 
“Asbestos” Owen, complete in convict 
apparel, gave forth with poetry! “Stooge” 
Murphy entered, wearing an old-fash- 
ioned nightshirt (because “he” had to 
deliver a might letter). “Mose” Parker, 
“Hip Pockets” Broome, “January” Law 
and “Slim” Mullins also contributed to 
the fun. “Mr. Interlocutor” Donald was 
in best form, presenting “Bones” 
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Nichols and his rendition of the St. Louis 
Blues. “Sugar Foot” Harris was equally 
well-voiced in Oh, Suzanna. “Little Joe” 
Bibb (Margarette’s niece) added much 
to the dark brown atmosphere with 
tickle toes and fancy steps to the tune 
of Dark Town Strutters’ Ball. Sue Gar- 
ner was there with her accordion, and 
apparently no one could have been 
prouder than Colonel Waring with this 
outstanding display of talents. 


* * * 


Swimming, boating, dancing on the 
terrace, shuffleboard—and just plain tak- 
ing it easy were the varied activities of- 
fered members of O. HENRY CHAPTER 
(Greensboro, N. C.) after their annual 
picnic, held at the Burlington Mills Club. 
A report on the Seattle convention and 
their cross-country tour was given by 
President Mrs. Elizabeth VanHoy and 
Mrs. Frances Myers at the August din- 
ner, at which members of HOSIERY 
TOWN CHAPTER (Burlington, N. C.), 





WINSTON-SALEM CHAPTER ( Winston- 
Salem) and THOMASVILLE CHAPTER 
(Thomasville) were guests. The month 
of August also found a delegation from 
O. HENRY CHAPTER going to Reids- 
ville, North Carolina to begin organiza- 
tion of a new chapter. 


Ernie Foss, Sales and Advertising 
Manager of Pan American World Air- 
ways, Miami, took members of MIAMI 
CHAPTER on a “tour” of South and Cen- 
tral America at the chapter's August 
meeting. “Oh’s” and “ah’s” established 
Chichicastenango, Guatemala, as one of 
the most impressive sites with Antigua, 
Rio de Janeiro, Mexico City, and Yuca- 
tan running close seconds. A novel 
method of expanding the chapter treas- 
ury has been started by the chapter in 
establishing its Honor Fund: Each mem- 
ber must earn $3.00 by working at some 
task other than her regular job. The 
members also are developing further 
plans for installation of a chapter in 
Fort Lauderdale (prematurely reported 
in the August issue—our apologies). 
A swimming party, sponsored by Ways 
and Means, was held on August 22 at 
Crandon Park. 





Madeline Harlan, TAMPA CHAPTER (Tampa, Fla.), is pictured on the top step to the 
left. Representing NSA, she was the only member of a women’s organization partici- 
pating in a recent Tampa Goodwill Expedition to Caribbean capitals. (The other women 
are wives of representatives.) 
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Dates to Remember 


NORTHEASTERN DISTRICT 
MEETINGS 

Region I1I—Place: Kalamazoo, Mich. 

Date: October 9-11 

Hostess: Kalamazoo, Michigan Chap- 
ter 

Region II—Place: Deshler-Wallick 
Hotel, Columbus, Ohio 

Date: October 16-18 

Hostess: Columbus, Ohio Chapter 


NORTHWESTERN DISTRICT 
MEETINGS 
Region Il—Place: Denver, Colorado 
Date: October 16-18 


SOUTHEASTERN DISTRICT 
MEETINGS 
North Carolina State Meeting— 
Place: Waynesville Country Club 
Waynesville, N. C. 
Date: October 23-25 
Hostess: Mountaineer Chapter, 
Waynesville 
Region I Meeting— 
Place: Hotel Roanoke, Roanoke, Va. 
Date: November 6-8 


SOUTHWESTERN DISTRICT 
MEETINGS 
Louisiana—New Mexico—Texas 
Regional 
Place: Port Arthur, Texas 
Date: October 24-25 
Arkansas—Kansas—Missouri— 
Oklahoma Regional 
Place: Kansas City, Missouri 
Date: October 31-November 1 


Arizona—California Regional 
Place: Phoenix, Arizona 
Date: November 21-22 





Designers are fairly evenly divided on | 
the Great Hemline Question, but the 
popular vote is “no change for now.” At 
a recent fashion show a noted designer 
said, “Fourteen inches from the floor is 
high enough for any skirt.” Several de- 
signers on the platform shook their 
heads, but the 3,000 onlookers went wild 
with approval. 
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the Remington 
Electric typewriter 


Yes, it’s the really smart secretary who prefers the 
Remington Electric. Its electric ease of operation helps 
produce more letters in much less time... distinctive 

type styles make each letter smarter looking... exquisite 
uniformity of type impression is so pleasing to the “boss” 
Send for free brochure “How To Be A Super-Secretary” 
(R7936) Room 1253, 315 Fourth Avenue, New York 10. 


typewriters 
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especially for correspopdence..- 


HARMONIZING the color of inked a itheea with the _ 
colors printed on letterheads and other correspond- 
ence is FRESH, NEW and EXCITING! The reasons why 
so many firms are changing to color ribbons are end- 
less—easier to read, attractive, modern, streamlined, 
better company name identification. All this is made 
possible ONLY because Panama-Beaver has devel- 
oped 16 brilliantly COLOR-STYLED LUSTRA inked rib- 
bons that will give your correspondence a distinctive 
dressed-up appearance you never imagined could be 
possible. There is no reason for waiting to change to 
COLOR; the LUSTRA inked ribbons are PERFECTED, 
sharp, clear, clean, long-wearing...LUSTRA is the 
FASTEST SELLING inked ribbon in the world today! 


Ag venice OF TOMORROW, CHANGE 


Ay usta COLOR INKED RIBBONS TODAY! 


—————— 
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\ another Panama-Beaver first 


4 

no guessing game either... 

In a matter of seconds your Panama-Beaver Man can 
demonstrate exactly how to COLOR HARMONIZE 
your correspondence with LUSTRA color inked rib- 
bons. Our demonstration gives everyone in your firm 
the full impact of LUSTRA color-harmony without 
wasted time or trouble. Ask for a demonstration from 
your Panama-Beaver Man today! This deserves your 
immediate attention! 


an 


Since 1896 the line that reall be matched ak 
INKED RIBBONS 
CARBON PAPERS - UNIMASTERS * DUPLICATING SUPPLIES 


“Cl yourlocal PANAMA-BEAVER MAN... clays 2 Lie wites= 








